: L e T ' - GEORGIA DEPARTMENT OF LABOR (//7/'--// '
- » ¢ EMPLOYMENT SECURITY AGENCY ——

v ¢ ADMINISTRATIVE SERVICES DIVISION t o
' - f RECORDS MANAGEMENT AND CONTROLS o
| : Application Number

APPLICATION FOR

' ‘ AMENDMENT TO RECORDS RETENTION SCHEDULE ;o . o e ~

Application Date: Ju]_y 30 1980 : 4 FOR STATE RECORDS MANAGEMENT DIVISION USE
' Date Received  ~ Application No. Date Completed
7o-141-A  NOV 17 1980
SEP 1 8 1980

Record Series Title:  76-141 CETAsTrainee Enrollment and Person to Contact:
Termination Files ‘ |
Item number to be amended: =~ Item 16 on old form ' Telephone No. 656-3040

‘ Item 10b on new form (3/80)

Reads as follows:  ''mo" on confidentiality of records

Amended toread:  '"'yes" on confidentiality of records

ﬁ'Gvé 57-437C))

Public service employee records under CETA
11 other personal recgrds including financ?
to the public to the\same degree that it
about its employees. Georgia State Merit
except PSE employment records confidential-

emain open to public
1l records shall be

es such infor- :
stem regulatlons;

Reason for %han
ilnsp EC

made avallab
mation availab
therefore make a

AUTHORITY: Federal

iDivision Di'rt':ctor/Dcsignce:‘ Date
Records Management Officer (RM&C): Date j__
ESA Director: Date )

State Auditor/Designee:

Secml%late/l_)csignee: ! 2 _

Attorney Genera!lD_esignee:q(H_

ESA-143 (3/80)
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GEORGIA DI;PARTMENT OF LABOR M/—/_

+ EMPLOYMENT SECURITY AGENCY I O
ADMINISTRATIVE SERVICES DIVISION

/ RECORDS MANAGEMENT AND CONTROLS ‘

Application Nﬁmber.

[ —

£ APPLICATION FOR - . 76-T41
AMENDMENT TO RECORDS RETENTION. SCHEDULE /‘ -
Application Date: July 18, 1980 FOR STATE RECORDS MANAGEMENT DIVIsrlON USE
. . Date Received " Application No, Date Completed
July 23, 1880 JUL 24 1980 7@-HI=F UG 2 g 1580
Record Series Titlef Comprehensiv Employment Training Person to Contact: W. F. Reynolds
Act (CETA) Trainee Enrollment -
and Termination Files

Item number to be amended: Telephone No. 656-=3074
11 and 12 :

Reads as follows:

3

Item 11 require files to be kept 4 }ears; administrative decision.

Item 12 Cut off file at end of F. Y. hold in current file area 1 year or until
federal or state audit is completed, whichever 1s later; then transfer

to

/'—\

Amended to read:

State Records Center, hold 3 years then destroy.

Item 11: Federal Retention Instructions; Prime Sponsor Instruction No. 80-025

Item 12: Records Created on or Before 30 Sept, . .1978: Destroy 30 Sep+ember 1983,

Do not destroy until all audit® ques+lons are resolved,

Records Created on or After | October, 1978: Cut off files at end of

Reason for change:.

AUTHORITY:

Division Director/Designee:

see also: 41 CFR 29-70.203b~1 and CETA FOI‘I;IS Preparation Handbook, Chap VI
Para 676.35 Federal Register Vol. 45 No. 99 May 20, 1980.

each ftscal year; hold in current flles area | year; then transfer to
State Records Center; hold 4 years; then destroy upon resolution of
federal audit guesTlons.

, Tty

Date

Date_z—‘ )’ -’T i U._*
pate_ B+ 26~ 80 _

l?ate % ] W’ijy

ESA-143 (3/80)
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STATE . . ; 0"41 THETART OF 3TATE PAGE
oF . - A pp1 ication for 'DEPANTMEST OF ANCNIVES & BISTORT o
GEORGIA RECORDS DISPOSITION STANDARD YECORDS MADAGENENT DIvIEION ' 1
1 '.",'(N.”“ pte - o ﬂ::.LM!ﬁF: See separate inatructicons for completion =f R FOB n’r'w:s- MANAGEMERT DIVISION LSE -
rcﬂl"‘i,&'l’}" 3, 19 |6 frant and reverse of this form, Sign original and tuo copies bete Recelved Appiication %, Late foupleted
2 .A..'n:} dppitcation . 2ad foruard o Pepartment of archives and Mistcry, Atleation
j)A’ = o}? ﬂtcnrdu 'n:vmlal-!rn! .’)‘."fi;‘p N \ FCB 1 0 {376 76 ‘ql I!n ﬂm
LACEATT, Diviaicn, Subdivielon & Adminlstering 2fflce Address . _Prrscn g ':-z.r\m‘- - m““
" Georgia Depariment of Labor - _ : S :
Unemploymant Tnsvrance Division . . Ce Re Ridge
Special Frograms Payment Unit - Rm 387 State Office Bldz.
; . O - | 1, . J¥erking Title ,Tel. Ws. i
_ Atlagta, Gecrs%aﬁJ033q. e _ : o SSupe;n%s?¢ ° 55§-397h
T.KEIIaN'REQUES'ED ‘ _
'23 ESTABLISH DISPOSITION STANDARD; E] DISPOSE OF PRESENT ACCUMULATION; )
NO FURTHER ACCUMULATION ANTICIPATED.

RECORD WILL CONTINUE TO ACCUMULATE.

8. Eariie test  ]9. Exact Series Ti
%Zﬁéisgf&sﬁiiei 9.Exact Series Title (,nnrohensive Erployment Trairing Ack (chA)

06/01/7h to date ‘ : Trainee Tnrollment and Termination Files

10.

What is the funetion of the offlce in which thi ecord gerjes. is c cated? P §
The function of the Unemploymen®t Insurance D lefs on is £5° %mola. aﬁeAﬁeorgla Zmnloyment

Security Taw which requires that legal entities employing workers in ﬂeorgia report and pay
tar¥es on the wages of such enployees and to cubseqaently pay benefite to such covered workers
when they ars unemnloyed through no fanlt of their own and when they comply with certzin other
requirements of the Law. N _
Administers payments of allowances and wages under Manpower Progra ams of the T.S. Department
of Labor upon request. 7

The Speciel Prcgrams Pzyment Unit. receives 1n1t1a1 enrollment Sforme and establish a payment
account for each individual traineej reccives and processes weekly request for trairing allowanc
and wage payments. Also processes paJnenu of Tncentive allowancs and Training Belated Brpencse
allcwance to partvicipants enreclled in tha Verk Incentive rcqram.' Letetlish . and mairtain.
controls to prev ent duplicate or cverpayment, makes periodic review of records to ascertain
contlnueﬂ eligib 11tv for payments under the dﬂflnrent Federal Provrams. ‘ '

11, Thla file contalns the followlng documents {(include form numbers and tltles, if any,
and file arrangement).
Documents relat ing to enrolling and terminating -individual trainees under the Comprehensiv

. Employment Training Actinn &

Included arc: Torm CETA-27 - Enrollment Form
' Form CETA-OL ~ Revised Wnrollmept Form
Form CETA-06 = Termination Form

Form Wh=G -~ Income Tax Withholding Crder -
Form ESA ~ 1931 CETA Payroll Enrollee ”a1ntenance Form

The file is arranged numerically by Work Site Project Control Number, thereunder alpha- .
betically by trainee's name. ‘ . .
) | ATTACH SAMPLES OF THE FILE ;- S l
o . gy . . . ‘ i o
! 1 2 . .Qmﬂ:af nccuUPIEDL 1 wa, of Dravers Cu. Pt. or n"gpa . Ra. ef Dravers Cu. Pr. of Recordr |
! Il,nlov-.lu File Lruvwer :r - 21_; I APIUAL MATE oF accamULATION 2’ ' 103 |
L] . . 4 H
) Legal-atlae Pile Cravers 'loor s,-r- Oceupled {square Teel ) i Jr.”' ” ',n -s“”." .'"f.'l ?
: L3 ' _hone
e Thls Lawt Presrdingfrit Prior]
e s - . . Yrer's TYeaz's ]  Tewr'w Yearas'
‘ Ty E ‘o J
R '-v:nc: DATLY REFERENCES ] 0 0 0

T¥orm  AR-30-T ) “ N ".: . ~ = - \



: o pME 2

e — - SR . - ey,
QUESTIONNAIRE Piscy an "2" in the proper :olulﬂ If answver s "YES," plesss expialc . - . YES NO
13, Is this the Record Copy'cf the series? ' L | - B . PD? [']-,
1L. Is there a dupllcatlon of’ thls series in another office or agency’ R a [ ] DQQ '
. ‘ T
15. Is the' intormation contained in thls series ever summarlzed or published° [ 1 7R
Attach copy of summary or publication. : ; '
15. Does the series contain classified 1nformatlon requlrlng security hand11n57 ' [ 1 E33
17. Does the series initiate, emend or terminate agency policies and procedures? [ 1 3
18. CouWlé the function be performed’ if the files were lost or destroyed? _' K91
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1 B8
20. Does the record series provide data as input to an EDP file? = | (1 &
- 21. Does the record series contain documentatioﬁ'produced as EDP printout? . [ ] 3
22, Has the Federal Government issued instructions governlng'the retention/dispo- . [< T

sition of these files? Federal Register (Vol. 40, No. 47, Part III), "Guide to
Records Retention Requirements" (Janvary 1, 1975) ‘Part VIiI

23. % lll there be a need for these records 10, 15 years from now? If yes . what? : [ ] pﬂq_

oL, REQUIREM&NTS. The following requires the files to be kent__ L " years:

a.[JSTATE b.[]STATUTE OF - c.[]AUDIT a.[]FEDERAL e;$ﬁADMINISTRATIvt' £.[ JHISTORICAL
Law _ 'LIMITATION . PERIOD - LAW g DECISION : VALUE -
' . (Czte Law, Statute, or other reason for the retentzon requzrement) '

- ' o See item 22

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[K|OTHER See below . . sthen:

{ 7 Hold in the current files area *  month(s)/ year(s):

¢ . Transfer to [ ] State Records Center [ ] Local Holding Area; hold_ ___year(s)

t , Destroy.

[ ] Transfer to State Archlves for permanent retent1on.

[ ] Destroy immediately after cut-off. : - _

[x] Other: (Specify) Cut off file at the'end of each Flscal Year, hold in " current flles
area 1 year or until Federal or State Audit is completed whichever is later; then trans—
fer to State Records Center' hold 3 years; then destroy

- . . . - it . . . -

(Indicate briefly rationale for recommendations above/or write additional remarks) :

Te eliminate HECSSSle for filing eoulpment and flcor space reguired to hold inactive
recoxds and to nnxe room for new records in the cdblneuc _and space now prov1ded

rec(a ﬁ7 ge"’zﬁ’” OthureLz Date OTHER REQUIRED SIGNATURES DATE
14’711 2 TN m— ' .
2 ' o) (gt

oéRecommendatmns Age Head/Designee
n paragraph 25 Approved D1sappr_oved'

iijQ'C;

it

§5tate” Auditor/Designee

‘; [P]/;\pproved [ ] Disapproved]
Secre f State/Designee

d [ 1 Disapproved}
: bey General/Designee

are:.

W e N\ oo~ 15-7-7 |
! aar sl XA/e-74)

STATE RECORDS
COMMITTEE

Disapproved}

@?M L7826 )




STATE sy v 7 ] OPFICE OF SECRETARY OF STATE :
8 ) oF Applicati on for DEPARTMEAT OF ANCEIVES & RISTORY ' PTE
Co- GEORG 1A R ECOEDS D I SPOS IT I ON STANDARD RECORDE MANAGENENT DIVISIOE . 3
(1—73‘7"“"“" Dare INSTRUFT{ORS T“N:struparafmunumu for eoﬂpl‘[[on < FOR RECORDS MANACEMENT DIVISTON USE m—
FGbI‘uRI‘y 3’ 1976 ! f.—mu and rcuo?la of this form. 5.;.. original and twe copian Date Recelved o, App“c.“on No. Date Completed
2 _“;l"‘" Applicetion Ro. and forward to Pepartment of A.-:;Jn'u“ ‘and History. “,,,,,;o; {
.ptz = DJ‘Q Records Manaaement '?ffn'c'u- ' ’ cel FEB 1 O 1976
ACERTY, Divigira, fubdivision b Aduinistering Office Addreas B Person to Coptart
‘Georgia Department of Lebor , R :
Unemployment Insurance Division C. R. Ridge
‘Special Programs Fayment Unit - Rm 367 State Office Bldgz. ,
.\Mrlin( Title Tel. Mo,
Atlanta, Georgia 3033L | . Cuperyi sor 656-307h
7.RCTTON REQUESTED
.' ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; ]
RECORD WILL CONTINUE TO ACCUMULATE .NO FURTHER ACCUMULATION ANTICIPATED.
Earl;isg &sﬁiiiit 9’Exa?t Series Title oonyrehensive Employment Training Act (CETA)
06/01)%& to date ) ; Trainee Fnrollment and Termination Files

10. .
MR fnoton o N Cremopent Tamuiach hig record peries: 18 SrowheReorgia Buployment
Security Law which requires that legal entities employing workers in Georgia report and pay
tares on the wages of such employees and to subsequently pay benefits to such covered workers
when they are unemvlqyed through no fault of their own and when they comply with certain cother
requirements of the Law, N

Administers payments of allowances and wages under Manpower Programs of the U.5, Department
of Labor upon request, ‘ -

The Special Programs PaJwent Unit receives initial enrollment forms and establish ' a payvment
accournt for each individual trainee; receives and processes weekly request for training allowancg
and wage payments. Also processes payment of Incentive allowance and Training Related Expense
allowance to participants enrolled in ths Werk Incentive Program, Ectablish. . and maintain
controls to prev ent duplicate or overpayment, makes periodic review of records to ascertaln
cont;nued el:plblllty for payments under the different Federal Proyrams

e

11 . Thls file contalns the following documents (1nc1ude form numbers end titles, if any,
and file arrangement) o L
Documents relat ing to enrolling and t:ermlnating . [ +individual trainees undelj tﬂhe’_Cqmprehensiv

Employment 'I’rainlng Act .~ nt A7 'Ajf.;:._‘_f 7 . o T
Included are: Forin CETA=27 = Enrollment Form

: Form CETA-01 =~ Revised Enrollment Form

Form CRTA-06 - Termination Form

Form Wh-G -~ Income Tax Withholding Order

Form ESA = 1931 CETA Payroll Enrollee Maintenance Form

The file 1s arranged numerically by Work Site Pro;ect Control Numbet, thereunder alpha- -
betically by trainee's name.

T

. . .. ATTACH SAMPLES OF THE FIIE . . . ... _
i S, _

2 . BGUIPRENT nCClPIRL B , Wo. of Dravers Cu. Pr. of Records l ! ) ' No. of Drawvers Cu. PFt. or Records
N o LT R i B . oo
Letter-aize File Dravers ) 2).}. 103 - "~‘ RAL i'!:" °r ACCUNU‘.'ATK_NI__ 2)4 ’ : N 1()3
. = . - N

. . 1n Officelsn! In Storage Areais)

Legsl-size Fiie Cravers Fioor Space Occupied (Square FPeetr) - s -

) T L none
= hia Last Precedingfiil Prior
Mare Tear's Tear‘s Tears'
. AVERAGE DAILY lEFEIIIfISZ ‘
~ ﬁ . ‘ : 1 - 0. ¢ 0

Tera AN-30.7) ' ~

A .
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PAGE 2

o fea

. g

r_ QUESTIONNAI RE Plate an "2 in the proper colusn. If II‘\IUfr.ll "YEG," ple-" expiain r YES K NO{,
13, Is this the Record Copyfof the serles? ( E\an [ ]
1k. Is there a duplicatlon of thls series in another offlce or agency? | . 11 K

i ‘ ( .
15. Is the information contained in this series ever summarlzed or published? PR A BNy 0.
Attach copy of summary or publication. : '

16. Does the seriés contain classified 1nformat10n ‘requiring securlty handllng9 [ 1 XA

17. Does the series initiate, amend or terminate agency p011c1es and procedures? [ 1 XX

18. Could the function be performed if the files were lost or destroyed? FR O[]

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ ] XA

20. Does the record series Provide data as input to an EDP file? [ 1 [XA
- 21, Does the record series’Eontein documentetioﬁ produced as EDP printout? ] &4

22. Has the Federal Government issued 1nstruct10ns governing the retention/dispo- .[D<] &x

°  sition of these files? Federal Register (Vol. 40, No. 47, Part III), "Guide to

"Records Retention Requirements" (January 1, 1975) Part VIII __ e
23. Wlll there be a need for ‘these records 10, 15 years from now? If yes, what? SR (N R 0.0

a.[)

2k, REQUIREMENTS

LAV

The following requires the files to be kept L - "years;

_b.[JSTATUTE OF c.[]AUDIT  d.[]FEDERAL e XAADMINISTRATIVE
'LIMITATION PERIOD . LAW . DECISION . ,
, (Ctte Law, Statute, or other reason fbr the retentton requarement)

STATE

. [ JHISTORICAL
VALUE

See item Z%r

25, AGENCY RECOMMENDATIONS.
of each -[]CALENDAR YEAR

-{JFIScaL YEAR

~ K] OTHER See

below

'Thisregency recommends that the file series'befEﬁt off at the end

month(s)/ year(s}:

,then:

j Hold in the current files area
5 Transfer to [ 1 State Records Center [ ] Local Holdlng Area; hold
, Destroy .

] Transfér to State Archlves for permanent retentlon

] Destroy immediately after cut-off.

] Other: (Specify) Cut off file at the ‘end of each Fiscal Year hold in current files
area 1 year or until Federal or State Audit is completed whlchever is later? then trans—
fer- to State Records Center; hold 3 years, then destroz

x . . _ . o . -

___year(s)f

r—ll"—'ll—un'-‘ﬂﬂ":r"—!

Wi

(Indicate briefly rationa‘,e for recommendations above/or write additional remarks) :

To eliminate necessity for filing equlpnent and floor space required to hold inactive
records and to make room for new records in the cabinets and space now provided,

Fe ﬁ M?&zgem OthmL D“te ' OTHER REQUIRED SIGNATURES DATE
26, ecommendatwns Agendy Head/Designee - - T
in paragraph 25 /1 Approved | D1saroved- ’.,/ /_,,“4, ,/ ’J'—/C:
are: > Auditor/Designee Dol
- o &Approvedi ] Disapproved ‘? ﬂ S~/ K-
STATE RECORUS Secre f State/Designee ,
COMMITTEE | L d [ 1visapproved] (Yarradl Kla ¥’ RAE~78
' Attorﬂ%g General/Designee .
L N[ 1 Approved [ ] Disapproved

|




